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Completing a Project Action Request Form 
 

Opening a Project Action Request 
 

Step 1: Log into the HHCP Healthcare Portal (https://www.hud232portal.com/) application as a 
Lender Account Manager or Backup Account Manager. 

 

Click on “Project Action Request Form” under the Asset Management tab on the Quick 
Navigation Toolbar (highlighted below). 
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Step 2: Type or select the FHA number which you would like to submit a Project Action Request 
form for from the drop down menu. Once you begin typing the FHA number the drop down list will 
appear and respond to your input. Only FHA numbers associated to your Lender account will be 
present in the drop down menu.  

 
The project’s details like Project Number, Property Name and address etc., will be auto filled into the 
form without any need for further input. 

 

 

 

 



HHCP Healthcare Portal Asset Management 
Project Action Request User Manual (Lender) 

2020 

 

4  

 

Step 3: Select the type of the project action request you are completing from the drop down 
provided as shown below. 

 

Now you are ready to start uploading your documents or files 
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Uploading Documents 
 

Step 1: Click on the “Upload” button provided in the Documentation Grid (highlighted below). 

 

Step 2: Add files from your PC or laptop to the Portal by clicking on the “Add files” button provided 
in the popup that appears after clicking on the “Upload” button (highlighted below). 

 

Step 3: After adding the files, click on the “Start upload” button to start uploading the files into the 
Portal. 
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Note: If the file you uploaded is incorrect or you don’t want to upload the file, you can remove that 
file by clicking on the “Remove” button provided next to the file at this point in the process. You will 
also have the opportunity to remove or delete files after they are uploaded which is covered later in 
the manual. 

Note: For every transaction type there is an approved document checklist provided by HUD for the 
lender to adhere to. These documents are required to process a transaction. Please check with your 
Account Executive for the most recent transactional checklist for the required documents (see below).  

 

Once the upload has finished, you will be automatically directed back to the Project Action Request 
Form and the files you uploaded will appear in the Documentation Grid. 
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File Naming Conventions and How to Change a File Name 
 

All uploaded files must comply with HUD file naming conventions which are predefined by HUD. If 
the uploaded file do not comply with these standards than a message will appear directing you to 
correct the document name to comply with the naming conventions. This can be accomplished by 
following these steps: 

Step 1: Find the file that needs to be renamed by examining the Documentation Grid for files that 
are highlighted in a light blue (this indicates that the file has an incorrect file name).  

Step 2: Navigate the grid to find the column title “New File Name” and select the new file name 
from the drop down list which consists of accepted file names provided by HUD.  

 

Once you have selected a new file name, you will be presented with a confirmation popup for 
validation. Click “OK” to continue. 
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You will also be presented with another popup to indicate the name has been successfully changed 
(see below).

 

Once the file name has been changed to comply with HUD standards the file will appear without the 
blue highlights and you are good to go! 
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Deleting a File 
 

Step 1: Find the file you would like to remove within the Documentation Grid and navigate to the 
“Delete Attachments” column within the grid. Click the checkbox.

The item you selected for deletion will be highlighted in yellow.  

Step 2: Click the red “Attachment” button with the trashcan located above the Documentation Grid. 

 

You will be presented a confirmation popup, Click “Yes” to delete the file. 
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Submitting the Form 
 

Once you have uploaded all the appropriate files for a Project Action Request (determined by the 
approved checklists), you will need to submit the request for HUD’s approval. To do this simply 
follow these steps: 

Step 1: Add any comments to the comment box that need to be conveyed to HUD and acknowledge 
the form by clicking on the checkbox next the acknowledgment statement.  

Step 2: Select and click on one of the 3 options to submit or save your request form. The 3 buttons 
are explained below: 

 Submit: If you are sure that all uploads are complete and the form is ready to submit. This 
option is final and you will not be able to upload any further documentation unless prompted 
to by HUD via a Request Additional Information or Documentation (RAI). 

 Save: If you want to submit the form at a later date and need to upload further documents 
at a later date. This option will allow you to save your progress and return to the form where 
you left off. The form will be available via your “My Group Tasks” page. Only the individual 
who created the request will be able to upload documents when using this option. (see 
below) 
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 Save and Check-in: This is the same as above but will allow others within your organization 
to upload documents to the request form. 

The Project Action Request has been completed after clicking the “Submit” button. 

HUD will complete the review and informs the lender if additional information or files are needed. 
So, keep tracking your request status in “My Asset Management tasks” tab under Tasks menu. 

 

NOTE: If HUD member requests for new file then there will be a task added to your asset 
management tasks with an extension (RAI) to the existing task name. 

If HUD member raised a request for additional information then there will be a task add to your 
asset management tasks with an extension (RAI) to the existing task name. 
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Requests for Additional Information (RAIs) 
 

At times, HUD will request additional information about a particular file associated to a Project 
Action Request and it will need to be addressed within the Portal before the request can be 
processed completely. In order to accomplish this, follow these steps: 

Step 1: Open up your “My Asset Management Tasks” grid by clicking the “My Asset Management 
Tasks” from the Task tab on the Quick Navigation toolbar located at the top of the screen when you 
log into the Portal.  

You will see a list of all the tasks assigned to you as a LAM or BAM. As you can see the RAI is listed at 
the top. Click the text in the Name column to open the RAI request. 
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Step 2: To see what the AE is requesting, click the icon in the “Comment” column. This will bring up 
the Comments History.  

 

 

 

 



HHCP Healthcare Portal Asset Management 
Project Action Request User Manual (Lender) 

2020 

 

14  

 

If the request can be fulfilled by providing additional comments, this can be accomplished by adding 
your comments to the Lenders Comment box below the Grid.  

 

If a new document needs to be uploaded to fulfil the request, then click the “Upload” button and 
upload a new file as requested. The new file will be added to the grid once upload has successfully 
completed.  
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Step 3: Once you have fulfilled the request by adding a comment or uploading a new file (or both), 
click the acknowledgment statement and then the “Submit” button at the bottom of the page. This 
will complete the RAI and bring you back to the Task list.  

 

Note: The Status of the RAI transaction will have a Stop “▪” icon to indicate the process has been 

completed. 

Note: The process will be the same if the AE request a new file to be uploaded or if they request 
additional information. 
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Lender Project Action Management Report (Lender PAM) 
 

The Lender PAM report is a master list of all the project action request that have taken place within 
the system by a particular lender. As you might imagine, this is a massive report that contains a lot of 
data. All project action request can be accessed via this report and the report can be sorted and 
filtered by many data points. 

The report is accessible by navigating to the “Asset Management” tab on the quick navigation 
toolbar located at the top of the screen and selecting “Lender PAM report”.  

 

Filtering options are available by selecting an option in the area circled in green within the 
screenshot above. Simply select one or more of the items from any of the drop down menus and 
click the “Search” button to initiate a search based on the criteria entered. 

Note: If you would like to see all the transactions for your organization within the PAM, you will need 
to click the “Role List” and check the “Select All” checkbox, then click the “Search” button. If this is 
not selected, you will only see transactions that you have submitted. 

To access any of the Project Action Request forms, simply click the “Form” icon in the grid (circled in 
red) and this will open up the Project Action Request Form. 
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Help Desk 
 

Should you run into any issue while leveraging the Portal, please submit a help desk ticket via the 
Help Desk within the Portal. This can be accomplished by following these steps: 

1. Once you have successfully logged into the site, find the quick navigation toolbar located at the 
top portion of the screen. There will be an option titled ‘Help Desk’ which will expand to a drop 
down list when you hover your mouse over it. 

 

 

 

2. Select ‘Create Ticket’ from the drop down menu. 
 

3. This is where you will complete your Help Desk ticket. Fill in the form with all pertinent 
information. Any field marked with a red asterisk is mandatory. 

a. Please provide the Help Desk with as much information as possible including a detailed 
description of the issues you are facing and detail instructions on how to recreate the 
issue. This information will be used by the team to ultimately solve your issue so it is 
imperative. 

b. To attach a screenshot or another file to the ticket, click the ‘Attach File’ button located 
in the File Attachment section of the form. This will open an interface that will allow you 
to select a file from your PC to attach. Select the file or files you would like to attach and 
once they have been successfully uploaded they will appear within the interface. 
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Note: * indicates mandatory fields 

 

4. Once all fields have been completed and attachments have been uploaded, click the ‘Submit’ 
button located at the bottom of the page. 

 
Note: If the FHA number does not populate in the field, you can simply type the FHA number into the 
“Issue Description” or “Recreation Steps” field and submit the ticket. 
 
Please refer to the Help Desk manual for further instructions on how to leverage the help desk. 
 

 


